
MICROFILM IN BUSINESS 

By JOSEPH L. KISH, JR., Olin Mathieson Chemical Corporation 

JAMES MORRIS, Edison Electric Institute 



Now—Whether you want to consider 

the data control advantages of microfilming , 

or re-evaluate existing systems 


... this book can help you do it—a complete guide to 
current techniques, equipment, and money-saving 
applications. 


Here's how you can take advantage of 
dramatic advances in modern systems 
technology that have made microfilm far 
more flexible, frequently superior to 
present record-keeping systems. 
MICROFILM IN BUSINESS discusses 
these new tools and explains their use in 
storage planning and in day-to-day busi¬ 
ness activities. 

The book describes the various types of film— 
roll microfilm, aperture cards, microfiche. It 
also examines varieties of photographic stock, 
cameras, processors, printing and enlarging 
equipment, etc. To nail down these explanations 
there are numerous illustrations, both photo¬ 
graphs and diagrams. 


In addition, the book shows how to ana¬ 
lyze costs and determine whether a mi¬ 
crofilm system is practical in a given 
situation. It points up those circum¬ 
stances where microfilming may not be 
advantageous and also tells how to use 
independent microfilm services in con¬ 
junction with internal operations. The 
overall picture is filled in with valuable 
information about the permanency of mi¬ 
crofilm, the linking of microfilm files with 
automatic data processing, the appropri¬ 
ate methods of filming and indexing, and 
the legality of microfilm records. 


Fully illustrated, and fully comprehensive, this informative volume 
will give you all the data needed to review present systems, or to 
investigate the possibility of initial installation. 


See outline of contents on reverse ... 
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MICROFILM IN BUSINESS 



Many illustrations show 
materials and equipment 


About the authors 

Joseph L. Kish, Jr., is Corporate Rec¬ 
ords Manager, Olin Mathieson Chemi¬ 
cal Corporation. He has contributed 
scores of articles to business journals 
and is a Contributing Editor of 
Systems magazine and Consultant to 
Computers & Data Processing maga¬ 
zine. Mr. Kish also lectures for the 
American Management Association 
and is a member of the Association of 
Records Executives and Administra¬ 
tors and the National Microfilm Asso¬ 
ciation. 


James Morris, an editor with the Edi¬ 
son Electric Institute, was formerly 
editor of Systems—The Magazine of 
Paperwork Control. Mr. Morris has 
written widely on photographic equip¬ 
ment, data processing, and other busi¬ 
ness and industrial subjects, and is 
co-author (with Joseph Kish) of 
“Paperwork Management in Transi¬ 
tion” published by the American Man¬ 
agement Association. 


Why Microfilm? 

Microforms 
The Microfilm 
Aperture Card 
Microfiche 
Job Cost Analysis 
Microfilm Procedures 
Microfilm and Mechanized 
Data Processing 
Cameras 


Readers and Printers 
Processing Equipment 
Types of Microfilm Stock 
Protection and Storage 
of Microfilm 
Appendix 

Microfilm and the Law 
Department of Defense 
Microfilm Specifications 
Glossary 


163 pp., illus. 1966. $7.50 
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office mnniiGEmEiiT 

HRODBOOK 


2nd Edition 


How does your office production and expense rank 
alongside that of America’s best-run companies? This 
Handbook is your gauge to high performance and 
low costs in every office function! 


Every company that has an office must keep 
records, meet a payroll, analyze its trans¬ 
actions, hire and supervise people. 

Yet industry surveys show that the cost of 
these basic "house-keeping” operations 
may vary by as much as 400 and 500 per 
cent between firms of comparable sales 
volume in the same line of business! 
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Why this uJide-open gap in the cost of 
operations long considered routine? 

The answer lies in the new science of office 
management. This science today involves 
more than careful organization, labor- 
saving equipment, or hiring the right- 
people. It combines these factors and many 
others—including methods and approaches 


which have reoriented the entire concept 

of office functioning for some forward- 

looking companies. 

This compact OFFICE MANAGEMENT 
HANDBOOK brings you the ideas, the 
systems, and procedures that are currently 
saving many firms thousands of overhead 
dollars each year. From the experience of 
great corporations like Standard Oil, U.S. 
Steel, Aetna Life, and A.T. & T., and the 
findings of medium- and small-sized com¬ 
panies in all types of business, it sets forth 
the advances which can directly affect your 
firm’s ability to sell, to produce, and to 
keep its customers. It is your complete 
blueprint of methods and comparative 
costs... 



EDP or Punched Card? —Equipment cost is important. 
But even more important is knowing which advantages of 
high-speed processing are real, which illusory. The Handbook 
helps you decide, according to the nature of your require¬ 
ments. Clearly explains training and operating problems — 
applications, performance, etc. 

• if? .. 

How Much for Methods Study? —The cost of work 
simplification studies can easily get out of line. The Hand¬ 
book offers a plan for analyzing systems and methods effi¬ 
ciency without the expense of a formal management audit. 
Includes necessary forms, questionnaires. 

Incentives for Clerical Workers —Throughout the 
Handbook you see the most productive methods in business 
and industry for encouraging employee teamwork and pro¬ 
ficiency, particularly at the critical "recruit” level. Details of 


three tested plans for reducing absenteeism—eighteen com¬ 
mon disciplinary problems and hov/ to solve them—eight 
workable wage incentive plans—merit award plans. 

The Cost of Waste Motion —Hundreds of hours go 
’down the drain’ annually in routine handling of imperfectly 
designed records and forms. Here is a scientific plan for 
evaluating present forms—step-by-step instructions for tailor¬ 
ing new ones to actual needs. 

The Proper Place to Work —Efficiency and morale are 
closely linked to physical environment. The Handbook gives 
standard requirements for lighting, use of color, air condi¬ 
tioning, optimum work area for each type of employee, 
principles of efficient office layout and traffic flow. 

(See partial contents on reverse...) 
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SECOND EDITION 

offiie mnnncEmEnT hmidbook 


21 Big Sections 


SCOPE and 
RESPONSIBILITIES of 
OFFICE MANAGEMENT 

ORGANIZATION of 
the OFFICE 

PERSONNEL DEVELOPMENT 
SUPERVISION 

SALARY ADMINISTRATION 

LOCATION and LAYOUT 
PHYSICAL ENVIRONMENT 

FURNITURE and FIXTURES 

MECHANIZATION and 
AUTOMATION 

SUPPLIES and STATIONERY 

FORMS DESIGN AND CONTROL 


REPRODUCTION METHODS 
and CONTROL 

SYSTEMS and 
PROCEDURES 

METHODS STUDY- 
WORK SIMPLIFICATION 

FILING and 
RECORDS CONTROL 

CORRESPONDENCE 

COMMUNICATIONS 

FINANCIAL PLANNING 
and CONTROL 

REPORTS PREPARATION 
and CONTROL 

CLERICAL COST CONTROL 


ATTENTION: OFFICE MANAGERS— 


13 Steps for planning and administering a 
beneficial and practical employee rating plan 

Instant Visual Guide to copying processes — 
showing practical quantities, uses, adapt¬ 
ability. 

An Accurate Method for preparing budgets and 
controlling office expense 

Complete Program for recruiting, interviewing, 
hiring, training, and testing employees 

39 Types of insurance coverage for businesses 


Current Business Trends regarding coffee breaks 
—smoking—rest periods—starting and stop¬ 
ping time—length of work week—office dress 
—fringe benefits 

7 Important Ways to control correspondence 
costs 

Cost Basis of microfilming vs. storage of docu¬ 
ments—legal requirements 

8-Point Program for reducing clerical costs 
through proper design of forms and records 


853 Pages Over 240 Illustrations 6" x 9" Format Second Edition, 1958 $14 


--USE THIS COUPON TO ORDER -- 
THE RONALD PRESS COMPANY 

15 East 26th Street, New York 10, N. Y. 

Please send .copy(ies) of the OFFICE 

MANAGEMENT HANDBOOK, 2nd Edition, edited by 
Wylie, @ $12 per copy. 

□ Check enclosed □ Bill firm □ Charge my account 


fHOCtSS 


Firm 


B-919b 


Address 


City . Zone 

Ordered by . 


State 



Machines, Equipment, 
"Records—to Serve the 
Entire Organization 

—Adding and calculating 
machines—full keyboard 
and ten-key 

-Accounting machines and 

systems 

—Registering machines 

-"Common language" 

recorders and readers 

-"One writing" systems— 

pegboard and binder 

-Punched card equipment 

-—Machine desks—posting 
desks 

-Addressing machines 

-Electrostatic and electronic 

scanning high-speed 
addressing equipment 
—Seven major types of 
dictating and transcribing 
machines 

—Network dictation systems 
■—Duplicating and copying 
machines 

—Rotary and mechanized 
files 

•—Mobile storage equipment 
«—Visible record devices 
•—Point of sale recorders 
•—Safes—insulated files 
-—Point of use record 
protecting equipment 
■—Integrated data processing 
equipment 

—Electronic data processing 
equipment 

•—Intercom and paging 
equipment: 

—Direct line switchboard, 
"wireless/' radio, 
pneumatic 

—Mail opening and sealing 
machines 

—Folding and inserting 
machines 

—Assembling and collating 
machines 
—Postage meters 
—Microfilm equipment 
—Specialized typewriters 
—Lighting systems: Indirect 
—semi-indirect—diffuse— 
semi-direct—direct 
—Air conditioning 

equipment: Room coolers 
—self-contained 
conditioners—central 
plant conditioners 


Description oFCu—laairo : Peadaat LomrW Grj 
Diffuse. 


ShieldUf: H’CUJ'L 
No. o( Uap.: i 
Lamp*: T-U. 410 B4. 
Efficiency: 40% Dow* 
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Shielding Materials 
Side.: Diffusing CUM 
Lout. re: Opaque White 


We it hr ItepreaeaUllee o( moat luminous 

■Med unite, lengthwise orientation U prefer* 
able to croaswtae. II will be noted that end - 
wtee VC1 raluee are not chanced appreciably 
with tacreuca in room alie. 

The absolute brlfhtaeaa of the aides must 
be kepi low for Mtlsfaclor, uae where comfort 
U of coace m. 
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